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Career Profile

Experienced professional who worked in diverse business environments like Education, Financial, Health and Realty sectors. Effective Leadership skills with Team value behaviour. Quick & Smart learner of respective industry concepts. Manages the business Operations profitably.
Professional Experience
May 2022- Present Modern Vidya Niketan Sr Sec School Sector -17

Modern Vidya Niketan Society established in 1983 started its first group of schools, Modern Vidya Niketan, Sector 17 under the dynamic leadership of Late Shri Gopal Sharma, a great visionary and noted educationist. Quality Education for All “The vision of our Founder Principal Shri. Gopal Sharma Sir continues to inspire and motivate us even today and the school proudly upholds his commitment to excellence in all fields."
Academic Counselor
· Guiding students through the admission process, offering advice on program selection, and providing support to help them achieve their academic and career goals.
· Supporting enrollment growth and student retention strategies.
· Handling Purchase orders and requisitions.

· Organized parent-teacher meetings to discuss student progress and concerns. 

· Handling Student Data management System.

· Performed administrative tasks, document management and report development for inter departmental use.
· Admission counseling, provide guidance and support to prospective students throughout the admissions process. This may involve advising them on program requirements, assisting with application completion, and answering questions about the institution and its offerings.

· Recruitment and Selection of employees, Human Resource Planning, Hiring Candidates, taking online/offline/telephonic Interviews.

· Handle parent grievances related to academic growth and fees issues.

· Addressing staff concerns, fostering a positive work culture, and handling grievances.
· Maintaining accurate and up-to-date employee records, including personnel files, attendance, and leave records.
· Addressing employee inquiries, resolving workplace issues, and fostering a positive work environment. 
Aug’18- April 2022 Dynasty International School


DIS is founded by Late Smt. Bimla Verma in 1985. This school is the one of the repute institutions of Faridabad. It’s accredited to CBSE and having all streams up to senior secondary. Highly advanced co-curricular activities like swimming, skating, vocal, dramatical and many other classes for all round development of child. The school is centrally located in the city which makes easy to commute.
Academic Counselor
· Responsible for Social Digital account of the School.
· Successfully conducted various In-School or Out-School activities for children & Teachers.
· Successfully conducted various National level Competitive Exams in DIS.
· Collection of Tuition & other Fees from guardians especially during covid times.
· Creating & maintain scheduling of all department staff to execute fairness of hours and vacations.
· Responsible for budget development and monthly reports for department.

· Maximized department efficiency by streaming documentation procedures to ensure completion of paperwork to meet quarterly deadlines.

· Handled employee complains professionally and effectively for the best outcome for everyone.

· Performed assessments to meet compliance regulations by analyzing reports.

· Responsible in coordination & review the book publishers for sending samples and then placing orders as per course curriculum of the school.

· Addressing employee inquiries, resolving workplace issues, and fostering a positive work environment. 
May’ 16 – Aug’18 SRS Group

                       The SRS Group was a dynamic and diversified business house, with a strong presence across multiple sectors that include Gold & Jewellery, Commodities, Cinemas, Retail, Hospitality, Financial Services, Real Estate, Education and Health Care. The SRS Group epitomizes the new entrepreneurial spirit of India. The group is committed to continuously improve its business processes, benchmark standards and offerings to meet the desires.
Manager Administration
· Served as liaison between senior management, customers, colleagues and vendors to streamline flow of information.

· Coordinated meetings, events and conference calls including the hiring of catering services and arrangement of meeting space.

· Set up travel arrangements, itineraries, airline reservations, shuttle service and hotel accommodations.

· Designed spreadsheets, slide shows, presentations, charts, graphs and other documentation as needed.

· Handled office cash receipts and petty cash drawer.

· Maintained and organized staff calendar / reminder system.

· Prepared company literature, documentation, expense reports, presentations and any press release.
January’ 14 – April’ 2016 Asian Institute of Medical Sciences
                          ASIAN INSTITUTE OF MEDICAL SCIENCES, a 350 bed super specialty tertiary care hospital is truly futuristic in its services & technology and brings together some of the most talented medical professionals in India. The hospital has been accredited with NABH and NABL accreditations and is equipped with state-of-the-art technology. 
  Asst. Manager Marketing
· Coordinated meetings of Doctors, events and conference calls including the hiring of catering services and arrangement of meeting space.

· Designed spreadsheets, slide shows, presentations, charts, graphs and other documentation as needed.

· Responsible for making various reports of various event held & executed.

· To maintain appointment calendar & meetings of doctors and Asian team.
· To work closely with the various other departments, doctors of the organization.

· Checking & writing emails & drafting correspondence.
· To perform related task as assigned by the director in accordance with the policies & procedures.
· Regular meetings with Director around fiscal planning.
April’ 11 – Jan.’ 2013  StockTaj Services Ltd., Bengaluru
                          StockTaj is an emerging Global Business Conglomerate incorporated by the Proficient stock market veterans after huge success in many different models of technical analysis. 
     Sr. Executive Administration
· Act as the point of contact between the executives and internal/external clients.
· Handle requests and queries appropriately.
· Adapting and tactfully handling the changing situations & environment of the company.
· Maintain diary, arrange meetings and appointments and provide reminders
· Analyzing the problem and applying the appropriate interventions to resolve an issue and reach to a win-win situation.
· Monitor office supplies and research advantageous deals or suppliers 

· Produce reports, presentations and briefs
· Negotiation Skills and Relationship Management.
· Handled office cash receipts and petty cash drawer.
· Making & Maintaining the Records & Information.
· Develop and carry out an efficient documentation and filing system.
July’ 09 – Jan’ 11
Bajaj Capital Ltd., Lucknow


Bajaj is one of the oldest players almost 45 years in the financial industry of Wealth Management, Investment Advisors and Financial Planners. They are SEBI approved Merchant Bankers.

Relationship Manager
· Budgeting and achieving the Sales Target for the branch.
· Responsible for the development and opening of new doors.

· Networking & Relationship Management with the existing clients.

· Designing & implementing new Business strategies for sales improvement.

· Managing the client’s portfolio by various approaches like 360 degree.

· Tracking & Collection of funds from the trading partners.

· Conducting the periodical promotional campaigns in the city.

· Mapping Competition.

· Coordinating with teams for achieving the targets.

Professional Trainings

	01.
	Organisation:
	Bajaj Capital Limited, Lucknow, Uttar Pradesh

	
	Area:
	Marketing

	
	Project Title:
	Financial Planners in India with special emphasis on Bajaj Capital.



	02.
	Organisation:
	Reliance Asset Management Company

	
	Area of Training:
	Market Fundamentals


Educational Qualifications

	MBA (Marketing/Systems)

	MITS, Rajasthan


	2007 – 2009

MITS Deemed University

	Graduation(B.A Eco & English)
	University of Lucknow
	2003 – 2006



	Intermediate
	N.R.S.S School, Lucknow 
	2003 (CBSE)

	Matriculation
	St. Thomas School, Lucknow
	2001 (ICSE)



 IT Skills

Conversant with MS Office, Tally 9.0, ERP 9.0, Finsys Software & Internet Applications 

Personal Information

	Date of Birth


	22nd October 1984

	Marital Status
	Married



	Hobbies and Interests
	Listening Music & Cooking



	Languages known
	English & Hindi 



	Strengths
	Analytical & Learning Skills


DECLARATION 

I do hereby declare that, the above given information are true to the best of my knowledge and belief. Reference will be furnished whenever requested. 

(Nidhi Mathur) 

